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ABSTRACT 

This module, one in a series of competency-based 
guidance program training packages, focuses on specific professional 
and paraprofessional competencies of guidance personnel. Modules in 
Category C suggest how to conduct, accomplish, or carry out selected 
career guidance program activities. The purpose of this module is to 
help career guidance personnel acquire the skill and knowledge to 
help individuals gain work experience. It begins with a section that 
presents the module goal and a listing of the five competency 
statements. An introduction gives an overview of the purpose and 
content of the module. The next section presents a reading (cognitive 
information) on each one of the competencies. Learning experiences 
related to the needed competencies follow. One learning experience 
exists for each competency (or cluster of competencies), and each may 
stand on its own. Each learning experience consists of an individual 
activity, individual feedback, and group activity. An evaluation 
section contains a Pre- and Post-Participant Assessment Questionnaire 
and a Trainer's Assessment Questionnaire. A final suction lists all 
references and provides annotations of related major resources. 
(YLB) 
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FOREWORD 



This counseling and guidance program series is patterned 
after the Perforn^ance-Based Teacher Education n)odules 
designed and developed at the National Center for Research 
in Vocational Education, under Federal Number NE-COO-3-77 
Because this model has l>een successfully and enthusiastically 
recieved nationally and internationally, thisseriesof modules 
follows the same basic format 

This module is one of a series of competency-based guidance 
programtraining packages focusing upon specific professional 
and paraprofessional competencies of guidance personnel 
The competencies upon which these modules are based were 
identified and verified through a project study as being those 
of critical importance for the planning, supporting, implerrent- 
ing, operating, and evaluating of guidance programs These 
modules are addressed to professional and paraprofessionaS 
guidance program staff in a wide variety of educational and 
community settings and agencies 

Each module provides learning experiences that integrate 
theory and application: each culminates with competency 
referenced evaluation suggestions The materials are designed 
for use by individuals or groups of guidance personnel who 
are involved in training Resource persons should be skilled in 
the guidance program competency being developed and 
should be thoroughly oriented tothe concepts and procedures 
used in the total training package 

The design of the materials provides considerable flexibility 
for planning and conducting competency-based preservice 
and inservice programs to meet a wide variety of individual 
needs and interests The materials are intended for use by 
universities, state departments of education, postsecondary 
institutions, intermediate educational service agencies. JTPA 
agencies, employment security agencies, and other commu- 
nity agencies that are responsible for the employment and 
professional development of guidance personnel 

The competency-based guidance program training packages 
are products of a research effort by the National Center s 
Career Development Program Area Many individuals, institu- 
tions, and agencies participated with the National Center and 
have made contributions to the systematic development, 
testing, and refinement of the materials 



National consultants provided substantial writing and review 
assistance in development of the initial module versions over 
1300 guidance personnel used the materials in early stagesof 
their development and provided feedback to the National 
Center for revision and refinement The materials have been 
or are being used by 57 pilot community implementation sites 
across the country 

Special recognition for major roles in the direction, develop- 
ment, coordination of development, testing, and revision of 
these materials and the coordination of pilot implementation 
sites IS extended to the following project staff Harry N Drier 
Consortium Director; Robert E Campbell. Linda Pfister. 
Directors: Robert Bhaerman. Research Specialist Karen 
Kimmel Boyle. Fred Williams. Program Associates: and Janie 
B. Connell. Graduate Research Associate 

Appreciation also is extended to the subcontractors who 
assisted the National Center in this effort Drs Brian Jones 
and Linda Phillips-Jones of the American Institutes for 
Research developed the competency base for the total pack- 
age, managed project evaluation, and developed the modules 
addressing special needs Gratitude is expressed to Dr. 
Norman Gysbers of the University of Missouri-Columbia for 
his work on the module on individual career development 
plans. Both of these agencies provided coordination and 
monitoring assistance for the pilot implementation sites 
Appreciation is extended to the American Vocational Associ- 
ation and the American Association for Counseling and 
Developmentfortheir leadership in directing extremely impor- 
tant subcontractors associated with the first phase of this 
effort 

The National Center is grateful to the U S Department of 
Education. Office of Vocational and Adult Education (OVAE) 
for sponsorship of three^ontracts related to th is competency- 
based guidance program training package In particular, we 
appreciate the leadership and support offered project staff by 
David H Pritchard who served as the project officer for the 
contracts We feel the investment of the OVAE in this training 
package is sound and will have lasting effects in the field of 
guidance in the years to come. 

Robert E Taylor 
Executive Director 
National Center for Research 
in Vocational Education 
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The National Center for Research in Vocational Education's mis* 
8ion 18 to increase the ability of diverse agencies, institutions, and 
organi2ation8 to soWe educational problems relating to individual 
career planning, preparation, and progression. The National Center 
fulfills Its mission by: 

• Generating knowledge through research. 

• Developing educational programs and products. 

• Evaluating individual program needs and outcomes 
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ABOUT USING THE CBCG MODULES 



CBCQ Module Organization 

The training modules cover the knowledge, skills, and 
attitudes needed to plan, support, implement, operate, and 
evaluate a comprehensive career guidance program. They 
are designed to provide career guidance program im- 
plementers with a systematic means to improve their 
career guidance programs. They are competency-based 
and contain specific infonmation that is intended to assist 
users to develop at least part of the critical competencies 
necessary for overall program improvement. 

These modules provide information and learning ac« 
tivities that are useful for both schoohbased and 
nonschool*based career guidance programs. 

The modules are divided into five categories. 
The GUIDANCE PROGRAM PLANNING category assists 
guidance personnel in outlining in advance what is to be 
done. 

The SUPPORTING category assists personnel in know- 
ing how to provide resources or means that make it possi* 
ble for planned program activities to occur. 
The IMPLEMENTING category suggests how to conduct, 
accomplish, or carry out selected career guidance program 
activities. 

The OPERATING category provides information on how 
to continue the program on a day4o*day basis once it has 
been initiated. 

The EVALUATING category assists guidance personnel 
in judging the quality and impact of the program and either 
making appropriate modifications based on findings or 
making decisions to terminate it. 

Module Format 

A standard format is used in all of the program's 
competency-based modules. Each module contains (1) an 
introduction. (2) a module focus, (3) a reading, (4) learn* 
ing experiences, (5) evaluation techniques, and (6) 
resources. 

Introduction. The introduction gives you, the module 
user, an overview of the purpose and content of the 
module. It provides enough informatton for you to deter* 
mine if the module addresses an area in which you 
need more competence. 

About This Module. This section presents the follow* 

ing information: 
Module Goal: A statement of what one can ac* 
complish by completing the module. 
Competencies: A listing of the competency 
statements that relate to the module's area of con- 
cern. These statements represent the competencies 
thought to be most critical in terms of difficulty for 
inexperienced implementers, and they are not an 
exhaustive list. 

This section also serves as the table of contents for the 

reading and learning experiences. 

Reading. Each module contains a section in which 

cognitive information on each one of the competencies 

is presented. 

1 . Use it as a textbook by starting at the first page and 
reading through until the end. You could then 



complete the learning experiences that relate to 
specific competencies. This approach is good if you 
would like to give an overview of some competen* 
cies and a more in*depth study of others. 
2, Turn directly to the learning experience8(s) that 
relate to the needed competency (competencies). 
Within each learning experience a reading is listed. 
This approach allows for a n ore experiential ap* 
proach prior to the reading activity. 

Learning Experlencet. The learning experiences are 
designed to help users in the achievement of specific 
learning objectives. One learning experience exists for 
each competency (or a cluster of like competencies), and 
each learning experience is designed to stand on its own. 
Each learning experience is preceded by an overview 
sheet which describes what is to be covered in the learn* 
ing experience. 

Within the body of the learning experience, the following 

components appear. 

Individual Activity: This is an activity which a person 
can complete without any outside assistance. All of the 
information needed for its completion is contained in 
the module. 

Individual Feedbaelc: After each individual activity 
there is a feedback section. This is to provide users 
with immediate feedback or ^valuation regarding their 
progress before continuing. The concept of feedback 
is alto intended with the group activities, but it is built 
right into the activity and does not appear as a separate 
section. 

Group Activity: This activity is designed to be 
facilitated by a trainer, within a group training session. 
The group activity is formatted along the lines of a 
facilitator's outline. The outline details suggested ac- 
tivities and information for you to use. A blend of 
presentation and "hands^n"" participant activities such 
as games and role playing is included. A Notes column 
appears on each page of the facilitator's outline. This 
space is provided so trainers can add their own com* 
ments and suggestions to the cues that are provided. 
Following the outline is a list of materials that will be 
needed by workshop facilitator. This section can serve 
as a duplication master for mimeographed handouts 
or transparencies you may want to prepare. 
Evaluation Techniques. This section of each module con* 
tains information and instruments that can be used to 
measure what workshop participants need prior to train- 
ing and what they have accomplished as a result of train* 
ing. Included in this section are a Pre- and Post-Participant 
Assessment Questionnaire and a Trainer's Assessment 
Questionnaire. The latter contains a set of performance 
indicators which are designed to determine the degree of 
success the participants had with the activity. 
References. All major sources that were used to develop 
the module are listed in this section. Also, major materials 
resources that relate to the competencies presented in the 
module are described and characterizod. 
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INTRODUCTION 



Guidance personnel are faced with an exciting 
yet awesome responsibility— to a.'^sist others in 
making appropriate educational and career deci- 
sions. To accomplish this important task, career 
guidance personnel must learn skills and strate- 
gies that will ensure their successful attainment 
of this goal 

This is one of a series of modules which address 
competencies required by guidance personnel in 
delivering career development guidance that will 
strengthen individuals* (especially low income 
youth) progressive achievement and effective 
personal use of an individual career development 
plan. The focus of this module is on work 
experience. 

The work experience program involves learning 
about work and other life roles through study, 
observation, and performance. It is accomplished 
through the coordinated teamwork of career guid- 
ance professionals and work place supervisors 
who combine their abilities and areas of expertise 
to assist students in making the transition from 
school to work more smoothly and intelligently. 
Experiential learners are afforded the opportun- 
ity to acquire knowledge and skills for given 
occupations, to enhance their career develop- 
ment through observing and performing work 
experiences, and to improve their decision-making 
skills. Let us turn our attention to the delivery of 
work experience opportunities-a viable approach 
to enhanced delivery of quality career guidance. 



The purpose of this module is to provide career 
guidance personnel with increased knowledge 
aboutvariousaspectsofawork experience program. 

Participants studying this module will be— 

1. introduced to a definition of a work expe- 
rience program and the identification of its 
major purposes and components; 

2. made aware of the major categories of par- 
ticipants in a work experience program and 
the responsibilities of each; 

3. apprised of various strategies for maintain- 
ing community support for work experience 
programs; 

4. introduced to a definition of the term ''reflec- 
tive session*' and an explanation of its value 
to participants in the work experience pro- 
gram; and 

5. made aware of problems that students may 

have when working with other employees. 
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READING 



Defi ling Work Experience Program 



Work Experience Program 

The term "work experience program" refers to 
experiential education and means learning about 
work and other life roles by studying, observing, 
and performing them. It involves expanding edu- 
cational environments to places where these 
roles occur. Individuals are learning experien- 
tially when they enter work environments for the 
purpose of (1 ) acquiring knowledge and skills for 
givenoccupations, (2) enhancing their own career 
development through observing and performing 
work experiences, or (3) improving their own 
decision-making skills through studying the social 
context of work (Rose and Miguel, 1979. p. 1), 

An article by Hedin and Conrad in The Journal of 
the National Association of Secondary School 
Principals describes research in which 4,000 stu- 
dents in experiential programs across the coun- 
try were asked q uestions about the impact of their 
experience. Between 86 percent and 93 percent 
of the students queried related that they had 
gained the following skills: 

• Greater concern for other human beings 

• Ability to get things done 

• Ability to work smoothly with others 

• Realistic attitudes toward the elderly, hand- 
icapped, or government officials 

• Motivation to achieve 

• Better self-concept 

• Increased responsibility to the group or 
class 

• Risk taking (i.e.« openness to new 
experiences) 



• A sense of usefulness in relation to the 
community 

• Problem solving abilities 

• Assertiveness 

• Independence 

(Rose and Miguel, 1979. pp. 46-47) 



Major Program Components 

Wesson (1978) and Miguel (1979) reviewed over 
250 work experience programs and identified a 
common coreof major components for the design 
of programs. Using these components. Wesson 
and Miguel abstracted forty of these programs to 
illustrate their diversity and provide ideas for the 
design of programs. The major components are 
outlined next with some modifications for the 
purpose of this module. 

• Purpose/rationale 

• Population served 

• Expected enrollment 

• Selection procedure 

• Placement process 

• Pay for enrollees 

• Time at v^ork/learning site 

• Graduation credit 
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• Evaluation of enrollees 

• Cost of program 

• Supervision at work site 

• Business, labor, community involvement in 
program policy making 

• Orientation for coordinators, enrollees. and 
on-the-job supervisors 



i 



Participants in a work experience program may 
be classified as learners, educational personnel, 
or work place personnel. Let us consider each of 
these in turn. 

First, the learners will be discussed. In the Rose 
and Miguel publication, the authors, in develop- 
ing experiential education policy guidelines, noted 
that learners should be at a stage of readiness to 
benefit from participation and that the experien- 
ces should have the capacity for developing the 
learners. Miguel (1979) adds that participation 
should be based on a clear and shared under- 
standing of certain factors: (1) the skills, knowl- 
edge, and attitudes the learner is expected to 
develop; (2) the learner's need, readiness, and 
capacity for developing them: and (3) availability 
of resources and opportunities (p. 19). The learner 
has these responsibilities: to follow the guide- 
lines set forth by the program supervisor and the 
work place supervisor and to display good worker 
attributes-job-related skills and social skills. The 
impression learners make at the work place is 
reflective of them as well as of other prospective 
participant learners. Therefore, the learning par- 
ticipant should have a clear understanding of 
what the )0b entails, the company rules and regu- 
lations that pertain (the procedures to follow in 
the event of emergency situations, the person to 
contact in the event of tardiness or absence, etc.). 
and when to schedule counseling appointments 
with both work place and educational supervisors. 



• Coordination with classroom instruction 

• Program guidelines 

• Legal problems 

• Transportation to work site 

• Follow-up studies planned 



Next, let us discuss the educational personnel in 

the work experience program. This group includes 
professionally trained teachers or counselors. It 
is preferred that these participants have expe- 
rience both in education and in industry or some 
other noneducational work background. This 
experience is beneficial to the successful imple- 
mentation of the work experience program because 
such persons tend to have a better understanding 
of how linkages between agencies are estab- 
lished, how to communicate with noneducators 
on educational matters, how to guide learners 
through their program experience and assist 
them in interpretation of these experiences, and 
how to assess achievement of program objec- 
tives. If educational personnel lack background 
experience, preservice and inservice training 
should be implemented prior to their becoming 
actively involved in implementing the work expe- 
rience program (Miguel 1979. pp. 36-37). Educa- 
tional personnel have certain responsibilities. 
They must see that learners are ready to partici- 
pate in the program. If learners lack the necessary 
skills to benefit from the program, the educa- 
tional supervisor should postpone placement 
until such ineptitudes are ameliorated. When 
learners are ready, the educational supervisor 
should coordinate placement with the work place 
supervisor. The work place supervisor should be 
thoroughly apprised of the overall program objec- 
tives and must agree to comply with the guide- 
lines set forth. The work place supervisor plays a 
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key role in the effectiveness of the prcgram. but 
the burden of its success is not theirs alone. They 
should feel free to call upon the educational 
supervisor whenever a problem is perceived or 
suggestions should be made regarding the learner's 
progress. It is the educational supervisor's task to 
make sure that the work place supervisor is aware 
of the need for this **team effort/' In addition, the 
educational supervisor should schedule appoint- 
ments on a regular basis to meet with the work 
place supervisor and with the learner. In the case 
of the sessions with the supervisor, this is an 
opportune time for constructive criticisms and 
suggestions for improvement. In the case of the 
learners, it is a good time for reflection on the 
learning experience. For example, if the learner is 
experiencing problems with getting along with 
fellow workers or the work place supervisor, the 
educational supervisor may be able to guide the 
learner toward a better view of the proper approach 
to correcting the problem. 

The third category of participants in delivering a 
quality work experience program are work site 
personnel. The input from these people is the 
most critical. Not only must they continue to per- 
form their work roles, but also they must have a 
thorough understanding of their added roles of 
model, teacher, supervisor, and possibly even 
mentor for these new learners. Their acceptance 



to participate should be preceded by a complete 
orientation regarding the aims of the overall pro- 
gram and their specific duties regarding its 
implementation (Miguel 1979. pp. 38-39). As has 
been stated earlier, the work place supervisor has 
a critical role in the success of the program. 
Responsibilities include the following: 

1. Working with the educational supervisor to 
set up the program 

2. Working with regular employees to ensure 
they understand that the new learner is not 
replacing anyone 

3. Establishing rapport with the learner and 
supervising and guiding the learner's pro- 
gress throughout the program 

4. Assessing the learner*s progress 

5. Reporting the assessment of the experience 
both to the learner and to the educational 
supervisor 

In order for a work experience program to be 
successful, all participants must know their roles 
and understand how their responsibilities inter- 
mesh with those of the other participants. 



Describing Community Support Strategies 



ComDAtancv3 List and dModb«t«ril«0(M 

competency 9 ity support for w<?fk w555i^»^ 




Because the work experience program depends 
on collaboration with business and industry in 
the community, it is important to have a strong 
support base. Edwards contends that experien- 
tial learning links the world of school with the 
world of work. It can link the liberal arts with 
practical application. It can also link organized 
labor, business, education, and community-based 
organizations in a common effort (Rose and 
Miguel. 1979. p. 1). 

Several strategies for increasing community sup- 
port are as follows: 



1. Have present work place supervisors iden- 
tify additional work site sponsors. 

2. Present information regarding the work 
experience program at civic organization 
meetings. 

3. Publicize the merits of the program in school 
newspapers, local newspapers, and indus- 
trial and business newsletters. 

4. Cooperate wi h the local department of 
labor to discover prospective sites and work 
place coordina ors. 
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5. Develop a positive working relationship with 
union representatives for possible place- 
ment of students. 

6. Successful work experience program com- 
pleters should serve as informal advertising 



The work edited by Rose and Miguel (1979) pre- 
sents the reflective session as an extremely 
important part of thelearning process in the work 
experience program. In the section on "Structure 
for Learning." the authors indicate that these are 
seminars or counseling sessions conducted ex- 
pressly so that students may reflect on their work 
experience. 

What purposes do such sessions for reflection 
serve? The authors believe that reflective ses- 
sions enable students to gain Insights, discuss 
problem areas, and learn things that are difficult 
to learn experientially in a short time span (Miguel 
1979. p. 14). 

Reflectivesessions allow student learners to vent 
their reactions to their experiences at the work 
place This enables the other students a view of 
another experience: more importantly, it allows 
the school supervisor to offer guidance in helping 
the students to see the situation from various 
perspectives-the work place personnel's, the 
school's, the student s. By having this close asso- 
ciation, successes are stimulants to those stu- 
dents whose motivation wanes; and learning how 
others* problems can be handled may prevent 
future repetitions in similar situations. 

Another important purpose the reflective session 
affords learners is the opportunity to clarify their 



agents. Their family contacts, along with 
those of acquaintances, can be an excellent 
means to disseminate the positive aspects 
of the program. 



career plans. These seminars and counseling 
sessions allow students to reassess their aims 
and goals regarding the overall purpose of the 
work experience program. Some pertinent ques- 
tions that may arise are as follows: 

• Why am I participating in this program? 

• W.il my participation make me more 
employable? 

• Should I pursue this type of work as a 
career? 

• How does the work experience program 
help me to make more realistic career 
decisions? 

• What are my long-range career goals? 

• What are the training requirements to meet 
my goals? 

• Can I train on the job? 

• Can I work part-time and attend school 
part-time'^ 

• Can I learn my chosen occupational task via 
an apprenticeship program? 



Defining Reflective Session 
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Identifying Students Problems 



Cdmpiteiiey f 



ftjm^ have wh«h 



Learners participating in the work experience 
program may undergo various sorts of treatment 
from permanent employees at the work place. 
Advanced warning regarding some of the possi- 
ble problem areas will help the learnet cope with 
them when/if they occur. The educational super- 
visor and the work place supervisor can do much 
to prepare the learner participant in terms of what 
to expect in this regard. 

Before the learner is allowed to go to the work 
place, the education supervisorshould assess the 
student's ability to handle problem situations that 
ma* arise. 1 his can be achieved through discus- 
sions and/or role playing. Simulation tends to be 
more directly related and may appear more rele- 
vant to the learner. 

Some possible problem areas may oe related to 
proper dress, hair style, and grooming. Other 
potential problem areas may be less obvious. 
Some of tnese relate to the typical razzing or 
haranguing of any new worker that occurs in 
some organizations as a sort of **rite of passage.** 
Many organizations have informal initiations for 
the new worker. These may involve unrealistic 
workloads, shunning, teasing, or other sorts of 
subtle harassments. The learner should be made 
aware of these types of behaviors by the educa- 
tion supervisor or by the work place supervisor. A 
mentor could be a real comfort in some cases. 



Yager (1982) in a bulletin put out by the National 
Association of Secondary School Principals, noted 
that students leaving the educational system and 
entering the work world do not k now how to cope 
or how to work with others. He outlines several 
skills found to be the most underdeveloped as 
follows: 

1 . Oral Communications-the ability to express 
oneself, to talk with others, to express ideas, 
to be persuasive 

2. Listening-the ability to listen to what others 
say. to wait until another is done speaking 
and then dignnt or assimilate the thought or 
the meaning, ic probe for understanding 

3. Problem solvlng-the ability to see problems 
in a rituation, to solve problems, and to take 
a Pi blem-solving approach to situations 

^. Leadership-theability to Influence others- 
to lead others— in pursuit of a goal, to organ- 
ize a group, or to assert oneself in a tactful, 
though influential way 

5. Organiiational ability-the ability to organ- 
ize work, responsibilities, time, and the work 
of others (pp. 28-32) 
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Learning Experience 1 

Defining Work Experience Program 



OVERVIEW 



COMPETENCY 


Define the term "work exjserience prograrn" and Identify its 
major purposes and oonriponents. 


READING 


'', : Read Crmpetency 1 on page 7. ■ , 


INDIVIDUAL 

LEARNING 

OBJECTIVE 


Define ''work experience program"; tdentifji^^ts ntajor cdmpd-. 
nentSiiistatldast six sHilis that students p^ni'l^ip^ ; 
experierics> programs have i^een reported to 


INDIVIDUAL 
ACTIVITY 


From rhembry. write a brief description of e Wor^ experience;^ 
program: identify its major components: list six m\i$ that stu- 
dents particiF)ating tn work experience prpgrama^^ave 'been 
^ - reported to acquire.\ , 


INDIVIDUAL 
FEEDBACK 


Compare your responses with the reading. 


GROUP 

LEARNING 

OBJECTIVE 


Gain consensus asa group regarding adefinitton, major cprn- 
ponents. and skills ac(}uired by students. 

'' •.. • ■ ■ ' ■ h'" ' ,' •• 


GROUP 
ACTIVITY 


. \. . 

Discuss the definition of a wori( experience program, its major 
components, and skills reportedly acquired by students in 
such programs. 
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V • f fOfW • bflif tfiwrlptlon of • work •xperlohco 



Review the reading for Competency 1 on page 7. Complete the following tasks. 

« 

Describe a work experience program. 



List the major components of a work experience program. 



List six skills work experience students acquire. 
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Mtfi^BA^^ Comp«r» your rwponwf With thrr«#^^^ 

FEEDBACK 



A work experience program is synonymous with experiential education. It means learning about life 
roles by studying, observing, and performing them. Individuals learn experientially when they enter 
work environments for the purposes of (1) acquiring knowledge and skills for given occupations. 

(2) enhancing their own career development through observing and performing work experiences, and 

(3) improving their own decision-making skills through studying the social context of work. 

Some of the skills that students participating in work experience programs have been reported to 
acquire are listed 

1 Greater concern for other human beings 

2 Ability to get things done 

3 Ability to work smoothly with others 

4 Realistic attitude toward the elderly, handicapped, and government officials 

5 Motivation to achieve 

6 Better self-concept 

7. Increased responsibility to group or class 

8 Risk taking (i.e.. openness to new experiences) 

9 A sense of usefulness in relation to the community 

10 Problem-solving ability 

1 1 Assertiveness 

12 Independence 

Majorcomponentsof a program are listed below. 

• Purpose/rationale 

• Population served 

• Expected enrollment 

• Selection procedures 

• Placement process 

• Pay for enrollees 



15 

17 



• Time at work/learning site 

• Graduation credit 

• Evaluation of enrollees 

• Cost of program 

• Supervision at work site 

• Business, labor, community involvement in program policy making 

• Orientation for coordinators, enrollees, and on<*the**job supervisors 

• Coordination with classroom instruction 

• Program guidelines 

• Legal problems 

• Transportation to work site 

• Follow-up studies planned 




Note: The Individual Activity should be completed before the Group Activity. The following outline 
is to be used by the workshop facilitator. 



Facilitator's Outline 


Notes 


A. Introduction 








1. Have participants complete the 
Individual Activity if they have not 
already done so. 








2. Divide the participants into small 
groups of three to five members 
each. 








B Small Group Activity 








1 Indicate to the groups that they will 
discuss their answers to the 1 ndivid- 
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Facilitator's Outline 


Notes 


ual Activity and then will present the 
points discussed to the large group. 




2. Ask members of each small group to 
discuss their responses to each part 
of the Individual Activity and to list 
their agreed upon answers on sheets 
of paper. 


Provide large sheets of paper and marking 
pens. 


C. Large Group Activity 




1. Brino ail thp narticinantQ tnnothor 
Place the pieces of paper on which 
the definitions, major components, 
and skills are listed in the front of the 
room. Have the participants inspect 
all of the lists. 




2. Conduct a general discussion of the 
points identified by the small group 
and add others as they are sug- 
gesieo oy me largs group. 




3. Try to develop some consensus con- 
cerning the definition, its major 
components, and skills acquired by 
students. 
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Learning Experience 2 

Identifying Participants 



OVERVIEW 



COMPETENCY 



READING 



INDIVIDUAL 

LEARNING 

OBJECTIVE 



INDIVIDUAL 
ACTIVITY 



INDIVIDUAL 
FEEDBACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



Identify th« major ca&tc»0ories of participants in a work expe- 
rianca prpgram and dasorll^a the reaponsibilitiea of each. 



Read Compete 2 on paga 8; 



List the three categories of f^artlclpiht^ ahd deaoritw^ the 
responalbilities of each: 



Describe theresponsibilitiea of Ihetypea of p#o0ijli^voi\^d (n 
a work experience program. ■ 



Compare your list with the glveh information 



Define the participants' responsibilities and add to. or 
modify them. 



Discuss who the participants of a work experience program 
are and their responsibilities. Modify the list by addition or 
deletion as deemed appropriate. 
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0«i6Hb« th« milor rwpontibilititt of the types of people 
Involved in • work Experience prpgrefn. 



Review the reading for Competency 2 on page 8. List each category of participants and briefly describe 
each one's primary responsibilities. 

Participant Responsibilities 





Listed below are the participants and some of their major responsibilities* 



Participant 



Learner 



Educational Personnel 



Work Place Supervisor 



Responsibilities 

• Follow rules and regulations of the pro- 
gram supervisors— both educations and 
work place* 

• Know and do what is expected of them; 
e*gM attendance, "on time" good worker 
attitude, etc* 

• Perform tasks on job* 

• Ask questions to clarify points. 

• Discuss problem areas if/when they arise* 

• Meet with educational supervisor for 
reflective sessions* 

• Make sure that learners are ready to par- 
ticipate in the program* 

• Make sure that work place supervisor 
understands his role in the program. 

• Emphasize the team effort concept inher- 
ent in the program's successful delivery. 

• Schedule regular appointments with 
learners and work place supervisors to 
answer questions, offer guidance, assist 
in problem-solving, and promote good 
relations and increased learning* 

• Assist the educational supervisor in set- 
ting up and implementing the program. 

• Make regular employees aware that the 
learner-participant is not replacing a 
present employee* 

• Meet with learner and educational super- 
visor at scheduled times or as needed to 
answer questions or clarify/prevent prob- 
lem situations. 



er|c 
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• Assess the learner's progress. 



• Report the results to the learner and to the 
educational supervisor. 




Note: Complete the Individual Activity before the Group Activity. The following outline is to be us3d 
by the workshop facilitator. 



Facilitator^s Outline 


Notes 


A. Introduction 




1. Have participants connplete the 
Individual Activity if they have not 
already done so. 




2. Divide the workshop participants into 
small groups of three to five members 
each. 




B. Small Group Activity 




1. Indicate to the groups that they will 
discuss their answers to the Individ- 
ual Activity and then will present 
them to the large group. 




2. Ask members ofeach small group to 
discuss the types of participants 
they think should be involved in a 
work experience program and the 
responsibilities of each type. Indi- 
cate that the types of participants do 
not need to be limited to that de- 
scribed in the reading if proper ration- 
ale is provided for additions. 




3. Have each group list their responses 
on large sheets of paper so the 
information can be presented to the 
large group. 


Provide large sheets of paper and marking 
pens. 
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Facilitator's Outline 


Notes 


C Large Group Activity 




1. oring all ottne participantstogetner 




Display tne sneets of paper from the 




smciM groups lor an lo see. uiscuss 




the responses. 




2 Reach consensus on the essential 




responsibilities associated with each 




category of participant in a work 




experience program. 
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Learning Experience 3 

Describing Community Support Strategies 



OVERVIEW 



CORn.»eTENCY 


List and desorlbestrategiesforincrdMlng community support 
for worit experience program$' 


READING 


, ' R^ad Competenpy 3 on.paoe'Ot'. ' , :- '''t.--. 


INDIVIDUAL 

LEARNING 

OBJECTIVE 


■ ■■■ : Ll»t 'four ^atr«tegie«.for:incr^is^?^d;*Pmb'>W 
,. ■ worke)tperleno^:program;;.^..-;;' ■ ■ l'CC:£C.v"}-^^^^^^^ ^S^iMj'; 


INDIVIDUAL 
ACTIVITY 


,„ 'iprom- mambry,: ilstnie ^ajoMtiaitacilea'^^^^ 
murtlty support :for the woi*';e>?p^^^ 


INDIVIDUAL 
FEEDBACK 


Compare your Mat ^Iththe'gfyinln^ri^ 


GROUP 

LEARNING 

OBJECTIVE 


Define various strategies fdr ihcreaaln^ lomi^un^^^^ 
fr»r the worl< experiehce'programiV; i'^;^^^^ 


GROUP 
ACTIVITY 


Discuss the strategies outlined in; the readihg.„A<^d 6the^^^ 
this list as.needed. ' ■ ' - 
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INDIVIDUAL ' , Prom memory. Htt tho major ttrategies for increasing com- 
ACflVlTY ; ^ munity support for the work experience program. 



Review the reading for Competency 3 on page 9 Describe at least four strategies for increasing 
community support for the work experience program. 
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re?DM^^ Comptrf your lltt with thtfllvtn^l^^^^ 



Listed below are the strategies mentioned in the reading. 
Strategies 

• Ask work place supervisors for referrals to other work site sponsors 

• Make presentations at civic organization meetings 

• Cooperate with department of labor personnel 

• Establish a rapport with union representatives 

• Utilize contacts of successful program completers 



GROUP OitcuMthtttrtttgifiout^^ 
ACTIVITY tWiiWath^idwi. 



Note: Complete the Individual Activity before the Group Activity. Tue following outline is to be used 
by the workshop facilitator. 



Facilitator's Outline 


Notes 


A. Introduction 




1. Have participants complete the 
Individual Activity if they have not 
already done so. 




2. Dividetheworkshopparticipantsinto 
small groups of three to five members 
each 




B Small Group Activity 




1 Indicate to the groups that they will 
discuss their strategies and then will 
present them to the large group. 
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Facilitator • Outline 


Notes 


2. Ask members of each small group to 




discuss the strategies they identi- 




Tieo. inaicaie inai xne siroiegies oo 




noi neeo xo oe nmiiea lo inose oe 




scriD6a in ino roauing ii prupur roiiuii* 




ale is provided for additions. 




3. Have each group list their strategies 


Provide large sheets of paper and marking 


on large sheets of paper so the 


pens. 


information can be presented to the 




large group. 




C. Large Group Activity 




1. Bring all oftne participants togetner 




again, uispiay ine sneeis ox paper 




for all to see. Discuss the results. 




2. Reach consensus on the major 




strategies for increasing community 




support for the work experience 




program. 
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Learning Experience 4 

Defining Reflective Session 



OVERVIEW 



COMPETENCY 


Define the term "reflective session" and explain its Value to 
participants in the work experience proQrianir 


READING 


Read Competenoy 4'on pase 1P«^;;'- '■7:,^'^;\:i^c/''':-^ . 


INDIVIDUAL 

LEARNING 

OBJECTIVE 


Describe a refiectiv^ session and ishumdratelornf .<>f ft^ 
"fits to )he 'Student learrter^'V ;'; ,/^;,";^;>.>Ov;';^/.:c^^^^^ 


INDIVIDUAL 
ACTIVITY 


From memory, write a brief deflnltibn of 1 r^^^^^ 
and some primary benefits It offers thts sfu^t^^^^ 


INDIVIDUAL 
FEEDBACK 


Compare your description with the 0iven Iriforination. 


GROUP 

LEARNING 

OBJECTIVE 


Definea reflective session as it pert8iihii t0 th«,^or^ 

program and list positive putcomesit may pfoduoe^ ^'dd > y 

outcomes 'If desired/ 


GROUP 
ACTIVITY 


Discuss the importance Of having reflective seisions; add to; 
the list of positive outcomes if desired. 
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Pttm mtmory, writ* • bri«f 0«finltion of • r^fltctiv* Mstion 
ACTIVITY and tom« pftmary tentfitt It pfft th« ttudt nt iwrner, 



Review the reading for Competency 4 on page 10. Write a definition of reflective session. 



List at least six benefits the reflective session offers a student learner. 
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INDIVIDUAL 
FEEDBACK 



Compare your descrijition with the given informiitiQn. 



listed below is a definition of a reflective session and some positive outcomes it provides student 



Reflective Session-n seminar or counseling session included as an integral part of many experiential 
programs structured learning process 

Purposes or benefits of the reflective session include providing the opportunity to- 

• gam insight. 

• (lis(.uss problems 

• learn things that are difficult to learn experientially in a short time span. 

• react to the work setting. 

• learn about the experiences of others. 

• become motivated 

• prevent potential problems in the future 

• clarify student s reasons for participating 

• make more realistic career decisions and 

• discover additional ways to enhance the benefits of the program 



learners 
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GROUP 
ACTiy«TY 



DItouM tht importance of having reflecttve sessions; add to 
thi list of positive outcomes If desired. 



Note: Complete the individual Activity before the Group Activity. The following outline is to be used 
by the workshop facilitator. 



Facilltator^s Outline 


Notes 


A. Introduction 




1. Have participants complete the 
Individual Activity if they have not 
already done so. 




2. Dividetheworkshopparticipantsinto 
small groups of three to five members 
each. 




B. Small Group Activity 




1. Indicate to small group members 
that they will discusstheir responses 
to the Individual Activity and then 
will present the information to the 
large group. 




2. Ask members of each group to list 
the benefits for students of reflective 
sessions. 




3. Have the small groups list the bene- 
fits on large sheets of paper so the 
information can be presented to the 
large group. 


Provide large sheets of paper and marking 
pens. 


C. Large Group Activity 




1. Bring all the participants together. 
Display the sheets of paper for all to 
see. Discuss the results. 




2 Reach a consensus regarding the 
benefits of reflective sessions for 
student learners. 
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Learning Experience 5 

Identifying Students' Problems 



OVERVIEW 





loentify problems that Students itiay navf whari workino wjlth 
otheremployeesv/ , ' y'^ Wr: '^-'^^^^^^^ 


READING 




INDIVIDUAL 

LEARNING 

OBJECTIVE 


Liiii several potential prdblems that stM^^ 

' [ lh9;pth^r employees ;wi?eri;th^:j^^ 


INDIVIDUAL 
ACTIVITY 


From memory list some of the potential problems tYiat studtfiit ' 
partiisipams may h^ve involvino ot^#r employeir^erv tl^y: 
begin work 'at the. v^prkplace« J'' fi'^^^'V 


INDIVIDUAL 
FEEDBACK 


Compare your list with the given Information;^^ ; V ^ 


GROUP 

LEARNING 

OBJECTIVE 


Describe the potential problems piitliried In thi^ reading an4^ 
develop others that may be appropriate. 


GROUP 
ACTIVITY 


Discuss the potential problem^ facing students^ Add to those 
mentioned In the reading. 




lilt%lWlfll lAli ^'^^ memory iitt tomt Qf the potential problems that student 

llWiviVV^i* participants may hive involvino other employees when they 

ACTIVITY : begin wprk at the worit place. 



Review the reading for Competency 5 on page 11. 

List at least six problems that student participants may have when they begin work. 
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Listed below are some of the potential problems that student workers may have involving other 
employees at the work place. 

Appropriate dress 

Grooming 

Harassment 

Razzing 

Haranguing 

"Informal Initiations" 

• unrealistic workload 

• shunning 

• teasing 

Oral communication 
Listening 
Problem solving 
Leadership 
Organizational ability 
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■'^"^illiiliil^ '^'S^^JCiSD;;,.:;''^^ ficlnfl,«tud0nti.Add to thow 



Note: Complete the Individual Activity before the Group Activity. The follovi/ing outline is to be used 
by the workshop facilitator. 



Facilitator's Outline 


Notes 


A. Introduction 




1 Have participants complete the 
Individual Activity if they have not 
already done so. 




2. Dividethe workshop participants into 
small groups of threeto five members 
each. 




B. Small Group Activity 




1. Indicate to small group members 
that they will discuss their responses 
to the Individual Activity and then 
will present the information to the 
large group. 




2 Ask members of each arouD to list 
the potential problems they arrived 
at in the Individual Activity. Indicate 
that the problems do not need to be 
limited to those described in the 
reading if proper rationale is pro- 
vided for additions. 




3. Have each group list the potential 
problems on large sheets of paper 
so the information can be presented 
to the large group. 


Provide large sheets of paper and marking 
pens. 


C. Large Group Activity 




1. Bring all the participants together. 
Display the large sheetsof paper for 
all to see Discuss the results. 




2. Reach a consensus regarding 
potential problems involving other 
employees that student participants 
may face in a work place setting 





EVALUATION 



PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE 



1 Name (Optional) _ 3 Date ^ 

2 Position Title _ _ 4. Module Number 

Agency Setting (Circle the appropriate number) 

6 Elementary School 10 JTPA. 14. Youth Services 18. Municipal Office 

7 Secondary School 11. Veterans. IS. Business/Industry 19. Service Organization. 

8 Postsecondary School 12 Church Management. 20. State Government. 

9 College/University 13 Corrections 16 Business/Industry Labor. 21. Other. 

17. Parent Group. 



PREWORKSHOP NEED FOR TRAIN- POSTWORKSHOP MASTERY OF 

ING Degree of Need (circle one for TOPICS Degree of Mastery (circle 

Workshop Topics each workshop topic). one for each workshop topic). 

/ / / 



///// ///// 



1. Define **Work Experience Program." 01234 01234 

2. Identify the major components of a work 01234 01234 
experience program. 

3. State Six Skills which Students participate 01234 01234 
ing in work experience programs have 

been reported to acquire. 

4. List the three categories of participants in 01234 01234 
a work experience program and describe 

the responsibilities of each. 

5. List four strategies for increasing com- 01234 01234 
munity support for the work experience 

program. 

6 Describe a reflective session and enu- 01234 01234 
merate some of i^s benefits to the student 
learner. 

7. List several potential problems which 01234 01234 
students may have involving other em* 
ployees when they begin work on the site. 



Overall Assessment on Topic of Work Expe- 
rience Program 

Comments: 
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Trainer's Assessment Questionnaire 



Trainer: _ . Date: Module Number: 

Title of Module: 

Training Time to Complete Workshop: 

Participant Characteristics 

NumberinGroup Number of Males 

Distribution by Position 

- > . Elementary School 

Secondary School 

_ Postsecondary School 

College/University 

JTPA 

Veterans 

Church 

Corrections 

PARTI 

WORKSHOP CHARACTERISTICS— Instructions: Please provide any comments on the methods and 
materials used, both those contained in the module and others that are not listed. Also provide any 
comments concerning your overall reaction to the materials, learners* participations or any other 
positive or negative factors that could have affected the achievement of the module's purpose. 

1 Methods: (Compare to those suggested in Facilitator's Outline) 



hrs. min. 

. Num ber of Females 

Youth Services 

_ Business/Industry Management 

Business/Industry Labor 

— Parent Group 

Municipal Office 

Service Organization 

State Government 

_ Other 



2 Materials: (Compare to those suggested • ov litator*s Outline) 



3 Ff)action: (Participant reaction to content and activities) 
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PART II 



WORKSHOP IMPACT— Instructions: Use Performance I ndicators to judge degree of mastery. (Com- 
plete responses for all activities. Those that you did not teach would receive 0.) 





Group^a Degree of Mastery 




Not Little Some 
Taught (25% or leu) (28%*S0%) 


Good Outstanding 
(S1%-75%) (over 75%) 




Note: Circle the numter that best reflects your opinion of group mastery. 


Learning Experience 1 

Group 
Individual 


0 1 2 
0 1 2 


CO CO 


Learning Experience 2 

Group 
Individual 


0 1 2 
0 1 2 


CO CO 


Learning Experience 3 

Group 
Individual 


0 1 2 
0 1 


CO CO 


Learning Experience 4 

Group 
Individual 


0 1 2 
0 1 2 


CO CO 


Learning Experience 5 

Group 
Individual 


0 1 1! 
0 1 2 


3 4 
3 4 



Code: 

Little: With no concern for time orcircumstanceswithin training setting if it appears that lessthan25%of the learners 

achieved what was intended to be achieved 
Some: With no concern for time or circumstances within the training setting if it appears that less than close to half of 

the learners achieved the learning experience. 
Good: With no concern for time or circumstances within the training setting if it appears that 50V75% have achieved 

as Expected. 

Outstanding: if more than 75% of learners mastered the content as expected. 
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PART III 



SUMMARY DATA SHEET—instructlons: In order to gain an overall idea as to mastery impact 
achieved across the Learning Experiences taught, complete the following tabulation. Transfer the 
number for the degree of mastery on each Learning Experience (i.e.. group and individual) from the 
Workshop Impact form to ihe columns below. Add the subtotals to obtain your total module score. 

GROUP INDIVIDUAL 

Learning Experience Learning Experience 

1 = score (1-4) 1 = score (1-4) 

2 = score (1-4) 2 = score (1-4) 

3 = score (1-4) 3 = score (1-4) 

4 = score (1-4) 4 = score (1-4) 

5 - score (1-4) 5 = score (1-4) 

Total Total 

(add up) (add up) 



Total of the GROUP learning experience scores and INDIVIDUAL learning experience scores = 
Actual Total Score Compared to Maximum Total* 

'Maximum total is the number of learning experiences taught times four (4). 
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Performance Indicators 



As you conduct the workshop component of this training module, the facilitator^s outline will suggest 
individual or group activities which require written or oral responses. The following list of perfor- 
mance indicators will assist you in assessing the quality of the participants' work: 

Module Title: Develop a Work Experience Program 
Module Number: CG C-7 



Group Learning Activity Performance Indicators to Be Used for Learner Assessment 



Group Activity Number 1: 

Develop consensus concerning a 
definition of a work experience 
program, its major components, 
and skills acquired by students as 
a result of participating in a work 
experience program. 



1. Did the group's definition include learning about life roles 
by studying, observing, and performing them? 

2. Did the group's list of major components include acquiring 
knowledge and skills for given occupations enhancing 
career development through observing and performing 
work experiences or improving decision-making skills 
through studying the social context of work? 

3. Did the group's list of skills acquired by students include 
some of those enumerated in the reading, such as- 



greater concern for other human beings: 

ability to get things done; 

ability to work smoothly with others; 

realistic attitude toward the elderly, handicapped, and 

government officials; 

motivation to achieve: 

better self*concept: 

increased responsibility to group or class; 

risk taking (i.e.. openness to new experiences): 

a sense of usefulness in relation to the community; 

problem-solving ability; 

assertiveness: and 

independence. 



Group Activity Number 2: 

Discuss modifications and addi- 1. Did the group discuss the reasons for modifying the pro- 

tions to adjust the proposed ele- posed elements of a plan for establishing a work experience 

ments of a plan for establishing a program in various situations? 

work experience program to accom- 

modate various idiosyncratic 

situations. 
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Group Learning Activity 



Performance indicators to Be Used for Learner Assessment 



Group Activity Number 3: 

Discuss the strategies outlined in 1. Didthegroupdiscusswaystomaintaincommunitysupport? 
the text portion of the moduleand 
add others as needed. 



Group Activity Number 4: 

Discuss the importance of having 1 . Did the group reveal that it understood the value of reflec- 
reflective sessions. tive sessions? 

2. Did group members make additions to the list of positive 
outcomes mentioned in the reading? 



Group Activity Number 5: 

Discuss problems which poten- 1. Did the group discuss problems that students may 
tially face students and add to experience? 
these mentioned in the reading. 

2. Did they mention other problems students potentially face 
that were not brought out in the reading? 
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Involvamant 
B-4 Conduct Staff Oavalopmant Activltiaa 
B-i Uta and Comply with Admlnlstrativa 

Mechanisms 
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C>2 Tutor Clients 
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C-6 Promote Home-Based Guidance 



C.7 

C-« 
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c-ia 

¥ 
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c-ir 
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Paciiitata PoHow-through and Follow-up 
Create and Uaa an Individual Career Oeval- 
opmant Plan 
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Assist Clianta with Equity Rights and 
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